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Session Overview 



Essential Question 

For federal grant programs, what are the steps 
through which subgrantees request 
reimbursement and through which OSSE 
provides payment? 

 



Objectives 

After the session, subgrantee representatives will be able to: 
 

 Explain the steps in OSSE’s approval of reimbursement requests; 
 Compare model practices for preparing reimbursement requests 

with past/current subgrantee practices; 
 Interpret notifications and reports provided to subgrantees 

regarding reimbursements and grant budgets; 
 Prepare reimbursement request/s for final FFY 2009 (CO2), FFY 

2010 and FFY 2011 obligations made by 09-30-11 and submit to 
OSSE by the deadline listed in Grant Award Notifications (11-15-12); 
and 

 Prepare and submit reimbursement request/s for FFY 2012 
expenditures for Consolidated Application programs, following the 
schedule selected in the approved Phase II application. 

 



Agenda 

 Session Overview & Introductions 

 Overview of Reimbursement Request Review 
Process 

 Improvements to OSSE Process 

 Tips for Subgrantees 

 Notifications and Reports Provided to Subgrantees 

 Review of Reimbursement Workbooks 

 Next Steps 
 

 Questions and Feedback 

 



Overview of OSSE’s Process for 

Reimbursement Request Review 



Review of OSSE’s Process 

10 Steps from Submission of Request to 
Payment: 
 
1. A subgrantee representative submits an order to the 

OSSE.Reimbursement@dc.gov inbox; 
2. A program processor checks the request for completeness and saves it to 

OSSE’s internal Payment Tracking System; 
3. A program specialist reviews the reimbursement request, follows up with 

the subgrantee if necessary, and indicates the amount of the request that 
is allowed and, if applicable, the amount that is disallowed; 

4. The program manager reviews the reimbursement request and, if 
applicable, validates the amount allowed; 

5. A program processor links the request to the purchase order that has 
been created for the subgrantee’s allocation for the relevant grant award; 
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Review of OSSE’s Process 

10 Steps from Submission of Request   to Payment: 
 
6. An OCFO staff member verifies that the allowed amount is less than or 

equal to the subgrantee’s remaining balance for the grant program; 
7. An operations staff member links the reimbursement request to District’s 

financial system; 
8. An OCFO payment technician creates a payment voucher for the allowed 

amount; 
9. The OCFO payment technician manager approves the payment voucher; 

and 
10. A payment for the allowed amount is sent to the subgrantee by ACH 

payment or check. 



Review of OSSE’s Process 

During the review of a reimbursement request, 
OSSE program staff refer to: 
 The reimbursement request workbook; 

 The subgrantee’s approved application for the applicable 
grant program and year; and 

 The remaining budget after all previously-approved 
reimbursement requests for the grant program that year. 

 

**Subgrantee representatives preparing a reimbursement 
request should do so using each of these items as well. 

 



Review of OSSE’s Process 

During the review of a reimbursement request, 
OSSE program staff consider whether: 
All required information is provided (accurately) in the 

reimbursement request workbook; 

 The subgrantee has sufficient funds remaining from its 
grant allocation; 

 The expenditures occurred within the applicable period of 
obligation for the award; 

 Sufficient supporting documentation has been provided, in 
cases in which the subgrantee is required to provide 
documentation at the time of the reimbursement request; 

 



Review of OSSE’s Process 

During the review of a reimbursement 
request, OSSE program staff consider 
whether: 
The expenditures are allowable under the purposes 

and requirements of the applicable grant program; 
The expenditures are allowable according to general, 

cross-cutting federal cost principles; 
The expenditures align with the narrative and budget 

included in the approved subgrantee application; and 
The subgrantee is satisfying specific set-aside 

requirements, where applicable. 

 



Improvements to OSSE’s Process for 

Reimbursement Request Review 



Improvements to OSSE’s Process 

As background: 
OSSE instituted payment by reimbursement and provided 

training to subgrantees in November of 2008; 
OSSE developed its electronic Payment Tracking System in 

April of 2009. 
Reimbursement workbooks were updated to better align 

with applications and collect all needed information in the 
fall of 2009.  OSSE created an ARRA workbook to collect 
ARRA-required data in coordination with reimbursement 
requests. 

In 2010 and 2011, OSSE made even more updates to the 
Payment Tracking System to capture all required data and 
allow program staff to track the status of payments 

 



Improvements to OSSE’s Process 

OSSE has made the following updates: 
OSSE is increasing its monitoring of the reimbursement request 

process at the staff role level, at the grant program level, at the 
division level, and at the agency level. 

The PTS administrator will coordinate regular reviews of data to 
ensure reimbursements are timely and to monitor subgrantee 
patterns. 

Data being tracked and reviewed include: 

Whether originally-submitted requests require follow-up 
and the reasons follow-up is required 

Whether any expenditures are disallowed and the reasons 
expenditures are disallowed 

 



Improvements to OSSE’s Process 

Also, OSSE has devoted significant effort to improving its 
applications and application processes.  The outcomes of 
this work, including clearer, earlier timelines for receiving 
and approving applications, will play a significant role in 
resolving payment delays: 

 Improvements to application formats 

Additional technical assistance and working sessions 

Clear timelines for both submission and review 

Clear timelines for submission and review of revisions 

Grant Award Notifications available beginning in July 

 



Improvements to OSSE’s Process 

Also, OSSE has devoted significant effort to improving its 
applications and application processes.  The outcomes of this 
work, including clearer, earlier timelines for receiving and 
approving applications, will play a significant role in resolving 
payment delays: 

 All local educational agencies that were eligible for one or 
more Consolidated Application programs had an approved 
phase I application by June 30, 2011.  Two LEAs have 
already submitted phase II applications.  

 Recipients of competitive grants should refer to box 6 of 
the GAN to determine when obligation of funds can occur.  

 



Improvements to OSSE’s Process 

Next, for all programs administered by OSSE’s Elementary and 
Secondary department, OSSE regularly provides: 

 A weekly report showing the current status of every 
reimbursement request that has been received by OSSE, 
showing where the requests sits within the 10 steps of the 
reimbursement request review process 

 Drawdown of all grants  

 Budget trackers showing: 
 A cell-by-cell budget based on the approved application, 

 A cell-by-cell summary of year-to-date reported, allowed costs, 

 A cell-by-cell list of remaining balances (not yet reported and 
allowed), and 

 A cell-by-cell list of drawdown rates (“burn rates”). 

 



Tips for Subgrantees 



Tips for Subgrantees 

Always use the reimbursement workbook, applicable to the 
program or programs for which reimbursement is being 
requested, that is available on OSSE’s website at 
http://osse.dc.gov/service/reimbursement-and-reporting-
workbooks.   You can also reach this page through OSSE’s 
main web page (http://www.osse.dc.gov) by selecting 
“Grants Management” and then “Reimbursement 
Workbooks.”  
 

Submit reimbursement requests for each program for 
which you receive funds on at least a quarterly basis ( or 
according to the schedule selected in your application for 
that program, where applicable). 
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Tips for Subgrantees 

 Submit only expenditures that align exactly with the 
approved application/s for the program/s for which 
reimbursement is being requested.  Refer directly to 
the approved application and budget tracker 
(described above) as a reimbursement request is being 
prepared. 

 Link each itemized cost correctly to the categories (e.g., 
program category; budget category; set-aside) in which 
it was listed in the budget within the approved 
application. 

 Provide sufficient detail to demonstrate allowability for 
each itemized cost. 
 



Tips for Subgrantees 

 Provide additional information, clarification, and/or 
revisions within 3 business days when requested. 

 Provide sufficient detail in your subgrantee application 
to receive a clear preliminary determination of 
allowability and to reduce the amount of time needed 
for programmatic review at OSSE. 

 If you would like to make a change to an approved 
application, you must submit an amendment request 
to the applicable OSSE program prior to submitting a 
reimbursement request that conflicts with the 
currently approved application. 

 



OSSE Program Contacts 

For Title I, Part A; Consolidated Schoolwide Program Funds; Title 
II, Part A; Title III, Part A; 1003(a) School Improvement Grants; 
and 1003(g) School Improvement Grants [including ARRA 
programs], contact your subgrantee‘s assigned Teaching and 
Learning specialist. 

 



OSSE Program Contacts 

For IDEA Part B, Section 611; IDEA Part B, Section 619; and IDEA 
Part C [including ARRA programs], contact one of the following: 

 



OSSE Program Contacts 
For other Elementary and Secondary Education programs, contact one of the following:  



Notifications, Reports, and Other Tools 



Notifications, Reports, & Other Tools 

If the originally-submitted request for reimbursement cannot be fully approved 

without additional information, clarification, or revisions from the subgrantee, 

OSSE staff send a standard notification of the need for revisions; the subgrantee 

then has 3 business days to provide the additional information, clarification, or 

revisions. 

 



Notifications, Reports, & Other Tools 



Notifications, Reports, & Other Tools 



Notifications, Reports, & Other Tools 



Review of Reimbursement Request 

Workbook  



Next Steps 



Next Steps 

 Federal Fiscal Year 2009 (CO2) 
 Submit amendments to approved applications by July 

31, 2012* as needed if changes were made to the 
program originally planned.  This will be required in 
order to receive approval for a reimbursement 
request that does not align with the originally-
approved application. 

 Submit reimbursement requests for obligations to be 
paid for the full balance of the FFY 2009(CO2) 
allocation by the deadline of Thursday, November 15, 
2012. 

 



Next Steps 

Federal Fiscal Year 2010 
 Submit amendments to approved applications by July 

31, 2012 as needed if changes were made to the 
program originally planned.*  This will be required in 
order to receive approval for a reimbursement request 
that does not align with the originally-approved 
application. 

 Submit reimbursement requests for obligations to be 
paid by the deadline of Thursday, November 15, 2012.  

 



Next Steps 

Federal Fiscal Year 2011 
 Submit amendments to approved applications by July 

31, 2012 as needed if changes were made to the 
program originally planned.*  This will be required in 
order to receive approval for a reimbursement request 
that does not align with the originally-approved 
application. 

 Submit reimbursement requests for obligations to be 
paid by the deadline of Thursday, November 15, 2012.  
But, remember that some FFY11 dollars will carryover—
you will have the ability to obligate the final dollars in 
the carryover year.  

 



Next Steps for LEAs only 

Federal Fiscal Year 2012 

 Submit your approvable phase II Consolidated 
Application by September 30, 2012 

 All LEAs that submitted a phase I application by 
June 30, are able to begin obligating funds July 1, 
2011.  

 Continue to follow the selected schedule to 
ensure a steady drawdown of federal funds. 

 



For More Information or Assistance 



Questions and Feedback 


